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I. GEVERAL.

The personnel policy and field procedures desisned
Lo facilitate and supoport opérations are set forth for the
guidance and direction of station commanders and headquarters
pPersonnel concerned, Classification necessitated by the con-
tents of this lemorandunm prevents a full distribution to all -
merbers of the command. Statilon commanders, branch heads and
certain staff personnel are herewith chiarged with the proper
lmplementation of the policies . and procedures hereinaftser out-
lined, : '

II. PEUSONUZL FILFS.

1. Headquarters activities (Re-istry, Finance and
‘Administration) and/or field stations will mainbain a person-
. nel file on esich employes assigned to the station which will
~contain copies of the following documents ; '

» Copy of all personnel action requests effécting
Yhe employment or transfer. :

o

Copy of any-documents relating to émpldyeesf_
overseas.service activities.

lo

c. Copies of all Efficlency Reports/
i . : : . 12 5 R ook !

' o _ U g g T - :
d. Certification. of &eﬁﬁptions for retirement.

2. Upon completion of tour of overseas duty, the

e
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& personnel file will be forwarded to the hcadquarte“O Adminis -~
trqtlon Section for combining purposes preparatory to pouching
to Washington for nermanent. file.

ITI. PERSOINEL PROCULEMEINT,

1. General,.

- It will be the respon51b111tv of the branch chief

to 1n1u1ate action for procurement of antchpatcd personnel
seds, IHe will furnish the Chief of Mission with a bhrief

desoript¢on of the particular position to be filled, specific
qualifications required for the job, and a fecom1ended salary
level, Staff and clerical personnel will ordinarily be recruit-
ed through Vashington headquarters at the lowest salary level
consistent with operational requlrements, in order that the
nizher level positions may be utilized for the advancement of
experienced personnel

2. Overseas Recruiting.

.

: a., All Landldwtes for posgsitions as Stalf Oneretlons
or Rieports OTficers, o » Administrative Assistants, CAT-7 or
Mabove, will he 1nterviewed, processed and trained only at
the higher headquarters. They will NOT be employel in the
field.,

. b. Personnel may be enployed in the field for staff
positions, as ClOPP—SuenO"Paﬁﬂef Plefk—Typlst and Clerk, but
only with prior Waniﬂgton approval of employment, grade
level, salary, and security status.

C. u?tlves may ne engaged in the field on contract
as agents, drivers, mechanics, and aouJel«:eepin’v personuel, pro-
vided they are to have no access Lo classified mﬂterlql and are
carefully investigated in the field and vetted “»7 Security.
Citizens of our counbrv nay be taken on in the foLelgn field

; . in such positions, but onlv after full investisation by fileld:
security and clbq“ nce by ”asninmton hea dquarters,

d. Where vacancies for positions referred to in
Paragrapi b7 above ezist at the overseas station, and such
vacancies are not scheduled to be filled by rotation the Chief
of iIission may nominate qualified candidates who are ﬂresently
in the area, suugect to the following provisilons:

(1) Porward nominations to Washington. _

2) Include three oopies of personal history
statement,

(3) Includo two coples of Form 57 {Anplication

for Federal “mployment )

(4) Turnish any additional inforration regard-

ing qualirficetions, position for which con-

Sigered, ete.

If herdguarters approves the scecurity and employment of such
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clerical persons, the Chlef of Mission will bYe notified by
cable and the individual will be entered on duty by accomp-
lishing a written letter of epsointment and an oral Oath of
Office, iTo Strike and Oversesns Lgreenent, Employment of
candidates discussed in parasraph (a) above will be s.ccomp-
lished ONLY at headquarters in Washinzton,

5. Replacements. S

a. Headquarters Washinzgton will select individ-
vals for replacements of all fleld employees and will advise
the Chief of the lission of the qualifications of a prosvec-
tive replacement orior to final decision or asaignment so
that he may express his views regarding the suitability of the
bProposed replacement. :

'

b. Consistent with operational expediency, the
Chief ol litssTon may asslgn any personnel on duty within his
staetion area %o additional duties other than those to walch
the orliginal assisnment was made. llowever, communication or
other specialists will not be assigned to duties as cut-outs,
pay-off men, contact men or to duties outside the station
unless such duties ave incideht to thelr primary function.

4, Rotation,
AoVl

8. It is the general policy of the organization

to rotate perSonnel betwesn the “ome of the Interior and field
positions vherever practicable. TIn implementing this policy,
consideration will be =iven to the rarticular qualifications
and the personal desires of the individual,

b. Although 1t is the established policy that a
cminimun tour of duty overseas will be twenty-four months, 1t
will be understood that an employee may, as a result of
operational necessity, be required to seiye a areater neriod
oif time., If 1t is deemed operationally erxpedlent, he may be
returned for temporary duty, for reorientation, and/or for
retraining and leave incident thereto ir desired, and then
returned to the same stotion. Howewver, continuous service at [
a forelsn post in excess of thirty months without the reorien-
tation provided by a tour at headquarters is not considered
in the best interssts of the organization,

c. Vherever practicable, determination of the
future assignment of individuals returning from a tour orf
overseas duty will be made in advance of the departure o the
individual from the overseas post. The desires of the indiv-
idual and the recommendations of the Chief: of liission will be
indicated on the efficlency report submitted three ronths
in advonce of the proposed departure date,

, "
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5, Transfers.

-Any transfer for temporary duty or permanent
change of statlon beyond the operational confines of the
field mission from vhich the transfer originates must have
the prior apporval of headquarters.,

6, Credit for Past Service.

a,Credit for past service 1s defined as that
service of an employee which may be used in computing length
of service for retirement, senior}ty, and leave,

b. Generally, any service rendered overseas by
employees for the erganization is within the scope of "Credit
for Past Service." Consequently, all individuals so employed
will maintaln whatever rights and privileges they possess at
the time of entrance on duty, i.e., an employee with perman-~
ent status will retain such status: an employee without status
will be able to request any pertinent examination which has
been held during his tour of field service, if anplication
1s made within ninety days after his return to duty at Wash-
ington. ‘

¢. If permrnent status is obtained by an indiv-
idual, all otHer service will be creditable for continuity

of service.

d. See section IV (Retirement Fund) below.

7. Efficiency and Status Reports.,

‘ A status and efficlency report coverinz each
\ clvilian employee in the field will be rendered by sucli em-
ployee and his or her imediate supervisor on 1 June of each
year, h
v

8. Promotions.

; a, In-Grade promotions will be approved for all
personnel who have comnleted tHe necessary time in grade as
well as having an efficiency rating of "Good" or better,
Such promotion will be Initiated and processed at Washington.

b. Where the Vhief of lission believes that
meritorious service of an erployee or an unusual chanze of
assignment warrants. an Increase in salary (other than an
"in-grade" promotion), he may initiate recommendations for
vromotion through the Foreign Branch Chief; however, change .
in assignment involving radieal chance of duty or greatly
increased responsibilities should not ordinarily be followed
by a promotion to & position of higher grade until six months?
proving period has lapsed.

oW “ o o 3
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9. Leave, .

Administrative Lemorandums 1 and 7, 1947, thils
headquarters provides detalled information relating to erdin-
ery leave, sick leave, and leave without pay.

IV, RETIREUENT FUND.

1. All retirement provisions and benefits provided
for home office employees will be provided overseas personnel.
A1l regular employees will be afforded such benefits. Tempo-
rary or native personnel ~re not covered and will not receilve
the benefits. The Washinvton office will withhold the »nroper
retirement deductions for emplovees who are afforded retire-
pment benefits and the deposit of these funds will be eflfected
anrd the individual retirement records will be credited and
meintained by headgquarters in Washingtoen, :

2, The following information 1s disseminated in order
tc anawer certain recurrinz questions: ‘

a. Al)l service with any federal agency is credit-
atle toward Tetirement, Ion-payment of retirement deductions
will not jeopardize creditable service and payments for rotire~
ment deductions not withheld or withheld and subsequently
refunded by 2 federsl agency can be paid in at any time prior

to retirement ase. Tn this conrection, the following policles
are established: . .

(1) Mo payment can be made Into the retirement
fund at this time by a field employee for
service with any other federal agency for
which retirement was not deducted.

(2) No field employee can repay into the retire-
ment fund at this time any retirement with-
held while employed by another government
agency and subsequently returned upon the
employee's termination from that agency.

(3).Mo payment can be made into the retirement
" fund at this time by a field employee for
military service which is creditable toward
. retirement.and- for which payment may be made
‘st a later date at the rate of &7 of base

.

Spay. oL _

\ | (4) Re (1), .(2),"and (3) above, payment for this
service.cannot -be made et this time for :
policy reasons' and it is sugiested that if
an employee: is interested in paying for this

4

PEENE S f« c:} ":""‘.
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service, he so indicate when reporting
to headqguarters (Washincston) at the
time of completion of his tour of duty.
Remember, there is no urgency in making
" these payments, as they can be made at
any time prior to actual retirement.

V. TRANSPORTATION OF EFFECTS .

1. These instructiona apply in the followlns transpor-
tation matters:

&. Requests by station‘personnel for shipment of
personal effects and/or household goods from
home to overseas station.

b. Return of personal effects and/or household
goods from the overseas station to home.

A. Requests by Station Porsonnel for Shipment of
Personal Effects to Overseas Station,

When an individual at an overseas station desires
to have personal effects and/or household goods shipped to him,
the individual will write to his foreign branch through channels
giving the list of items to be sent and the name and complete
address of the representstive who may be contacted concerning
the 1ltems requested. The individual's representative will re-
ceive detailed instructions as necessary from Washington.

B. Return of Personal Effects and/or Household Goods.

1. When an individual 1s to return to the United
States for reassignment, the return shipments should be addressed
in the name of the individual concerned, c/o Mr. Howard I'yle,
U.5., Dilspateh Agent, 45 Broadway, Mew York 6, New York. The
individval will notify the Foreign Branch through channels of
the type of material sent, and the approximate date 1T 18 to be
shipped. This notification should be made prior to the shipment
of the material. :

f v .
2., Present procedures will permit shipment of per-

sonal effects through Army Qartermaster from port of Shanghai
direct to the home of the individual at government expense.
Information contained in Paragraph 1 above is furnished to bene-
fit those who may not maintain a permanent residence in the
United States at time of return for reassignment or release from
duty. ‘

5. Reports relating to status, efficiency and per-
formance of individual duties are pouched to Washington regular-
ly and at 'the time of official personnel transfers. Where these
reports are favorable, the individual concerned may reasonably

. w #
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'presume that he will,

(1) be offered a choice of further overseas agsign-
ment in another zone,. or

(2) a tour of duty at Washington‘headquarters.
In the former event, household effects held temporarily at the

address contained in paragraph 1 above will facilitate reshipment
to a foreign address without necessity for repacking, etc. -

4. Payment for Packing and Cratihg, and Shipping

Charges . o

&. When shipments are made from home, the organi-
zotion will arrange for reimbursement to the packing company
used and to the U.S. Dispatch Agent for all paclzing, crating,
and shipping charges. The organization will request reimbursec-
ment from the employee for any charges incurred over and above
the authorized weisht allowances.

: b. Vhen an individual 1s to return for reassignment
with travel and transportation costs to be paid by the organiza-
tion, the organization will pay for. or reimburse the individual
for the packing, ecrating, and shipping charges within authorized
allowonces. Any charges for weight over allowable amounts may
be paid by the organization but the individual will be required
to reimburse the organization at the esrliest practicable date.

c. Transportation of effects may commence on or
after the date of authorization for traensfer, but hot mors than
one year after the employee completes his travel pursuant to
the authorization for Permanent Change of Station. " The organiza-
tion cannot assume costs for transportation of effects after one
year from date of completion of travel. o

N ',k 5. Allowances,

Until advised to the contrary, authorized allow-
ances for shipment of household goods and effects are as follows:

- Employees having immediate family:
Shipment irvolving transportation by
vessel over all or part of route, or
by rall or motor requiring packing
or crating . . . . . . .« 4.+ . . 4 8,750 1lbs
Shipment by motor carriers of house-
hold goods uncrated . . . . . . . , 7,000 "

‘

P a
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Employees having no Immcdiate family:
Shipment involving transportation by
vessel over all or part-of route, or
by rall or motor carricrs requiring
packing or crating . . . . . + . . .« 3,125 lbs
Shipment by motor carrisrs of house-
hold goods uncrated . . .« . .+ . . 2,500 "

A

JOHN ., HOOK

DISTRIBUTION .
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